
 
 

  
 

 

    
 

 

   
 

  

 

 
 

 

  
 

 
 

 
 

 

 
 

 

   
 
 

                     
 

 
 

 

CONTRACTS I ETP WEBSITE REPORTS 

Welcome to Cal-E-Force 

~ CONTRACTS ETP WEBSIT R PORT 

C r r cts 

All Contracts • Jt 

1 m • ed Contr ct umber • FR red by II cootracu • Upd t 6 m nu go 

t 

2 

CO TRACT - 1' v VI I'/ CO ... V ACCOU T NAM v TATUS 

19KO-U3<5 ~ 

19K0-00 2-000 qJ View Vanderpump Construcllon Con ra E ecut d In Progress 

CAL-E-FORCE REFERENCE GUIDE: UPLOAD FINAL PAYMENTS 

To submit a final payment: The contract must contain trainees who have been approved for both a first and second progress payment 

1. At the top of the landing 
page, select the Contracts 
button on the button bar. 

2. Click on the contract you 
would like to upload a final 
invoice for. The system will 
take you to your Contract 
Details page. 

3. Select the Create Invoice 
button on the button bar at 
the top of the Contract 
Details page. 

Page 1 of 4 



 
 

  
 

 

 

  
 

  
 

 
  

 
 

 
 

   

 
 

  
 

 
  

 
 

 

 

  

  

 

 
   

 
 

 
 

 
 

 
 

 

 

 

Choose Invoice Type 

Cancel 

Progress 

• Final 

Close-Out 

!f MMi::fi:�-
Please Upload your CSV file here : I Choose File I No file chosen Upload 

Note: Please use the standard templates to upload Payment data (Progress Payments and Final-Closeout Payment: 

Template 2 Click Here o download the template if you are uploading Payments for "Final Payments" 

IType Workplace Locati on Occupat ion At Pl acement Training Completion Dat e 
: Final ## ## mm/dd/yyyy 

*use Locat ion Number *u se Occupation Number 

Retent ion St art Date Retention End Date Wage After Retention Health Benefits 

mm/dd/yyyy mm/dd/yyyy 0.00 0.00 

* cann ot use $ symbol * cannot use $ sym bol 

CAL-E-FORCE REFERENCE GUIDE: UPLOAD FINAL PAYMENTS 

4. Choose Final from the 
invoice types and click 
Upload Payments. 

*Close-Out is the contract’s 
last final payment. 

Close-Out will automatically 
drop all trainees with 8 hours 
or less. 

5. If you do not have a CSV 
containing your invoice in 
the standard format, select 
Click Here next to Template 
2 to download the 
template. 

6. Use the following 
formatting for the fields 
when creating your CSV. 

*Workplace Location will only 
appear on MEC template 

*Occupation at Placement will 
only appear on projects 
approved on 6/9/23 and 
onward 

Note: Both Final and Close-Out 
payments should use the Type 
‘Final’ 
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1m1ted) 

CSV ( ,cin osh) 

C5V (MS•DOS} Separat d (.csv) 

Please Upload your CSV file here: hoose File No file chosen Upload 

Note: Please use the standard templates to UP, Payment data (Progress Payments and Final-Closeout Payment! 

Template 2: Click Here to download he template if you are uploading Payments for "Final Payments" 

Upload Back 

TRAINEE E PLOYEE ID 'IPE TRAI I G COMP ETIO DA E IIETENTION S AIIT DA E RETENTION ENO DATE WAGE AFTER IIETENTION HEAL H BE E 

7901-Slassi Schroede r Anal 1,/3/2019 

7903-tala ent 

7904 -Jex Taylor 

Final 4/31 019 

Anal i./3/ 019 

When you are satisfied wi 

Back to Invoice 

4/ /2019 

l;/4/2019 

4/1, /2019 

7/3/ 019 

7/3/2019 

7/3/ 019 

$15.85 

Sl .SO 

$1495 

$000 

Sl 75 

$000 

e records above, click the Upload Payments button to upload the paymen records. 

'&JUpload Paymen~ 

CAL-E-FORCE REFERENCE GUIDE: UPLOAD FINAL PAYMENTS 

7. If using a PC, save the file as 
a CSV (Comma delimited) 
file. If using a Mac, save as 
Comma Separated Values 
(.csv) 

PC USERS: MAC USERS: 

8. When your CSV is prepared 
and the file is closed, click 
the Choose File button and 
select your CSV. 

9. Click the Upload button. 

10. The system will then 
provide you with a 
summary of what has been 
uploaded and any errors 
messages. 

*If you receive an error message and would like to submit a special review request for a trainee, you must submit a 
manual invoice. See ETP Cal-E-Force Reference Guide – Final Payment. 

11. Click the Upload payments 
button to complete your 
upload. 
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Your upload is processing. Please do NOT close this tab or click away until you receive a payment status email. Once the 

upload is done and you receive your status email, please proceed by clicking the "Go To Create Invoice" button 

Ba ck to Invoice 

Go Back Discard Invoice 

Vd11 I I pump Do s 

ln'o'Olc O I 

:!0190 19 

Contract Number 

J K0-1-34~ 

P4V £ T TVP£ JOB U 8£ 

2 Fln 

,,, I 8'ldrtoContr11ct 

Go To Create Invoice 

nt q ested 

4 

"4UM8[R OF UAINE TOTAl 

CAL-E-FORCE REFERENCE GUIDE: UPLOAD FINAL PAYMENTS 

12. You will be taken to a 
confirmation message. Do 
NOT navigate away until 
you receive a payment 
status email (from Cal-E-
Force). Once you receive an 
email, proceed by clicking 
the Go To Create Invoice 
button. 

13. Cal-E-Force will display a 
summary of the invoice you 
have created. To submit the 
invoice, click the Submit 
button. 

To discard the invoice, click 
Discard Invoice. 

To save a draft of your 
invoice and return to the 
Contract Detail Page, click 
Back to Contract. 
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